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Us~ routing symbols whenever possible.

.SENDER(Ona~ofmessà~e):
Use brief.. infotmál langUageji
Conserve spa e. ~ .~

Forward original and one copy.

AEOEI~R (Repli6i tomèssage):
Reply below the message,. keep one
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RRINCIRLES INVOLVED.~.~iz: ~ ‘ [.~ .~ -.

1. When agencies issue instructions encouragi~g~’
- :~ the use of~ memoranda and informal correspondence

within the agency there is’a noticeable drop in the ‘~

communications effort and in the ~timé required ‘to ~“

respond to a request, as well as a reduction of
useless copies. in~.fIle. Exa,jnini.ng the two-types of
correspondence shows that formal corresp~nde’nce

- ~has certain drawbacks: ,~ -

a. For~ia1 co1~~spondence-is usu~1t~ rndi?e wordy
beca~ise of, salutations, introductory paragraphs,
complimentary. closing~, etc~ It ,becomeS~a difficult
wri’ting chor~ because of continual polishiflg and

~ditiñg. . . - .

- b. Formal cor.çespon,~.ence typically calls for more
reviews, resulting in ~any rewrites•~ -à’nd r~types5
and for excessive time-in-shop.

c:~Fdrma1—correspondence- g~es-—t~irdtigh ~tr’i~ter
clearance..channels, and frequently makes cpmmu
nication between “oppôsité numbers” very difficult:

2. In many cases, the best reply is an informal
endorsement on an incoming letter. Optional Form
27, 2-WAY MEMO, takes advantage of this princi
ple.

1. The message and the reply are placed on the
same page in brief, informal language. This simpli
fies writing, . handling, storing, and disposing of
sl~o’~t communiëations.. .

2. The message rn~ay be p.r.epared by typewriter or by
l~ánd; the rejly mãy,be~b~ typewriter, by hand, or
by rubber stamp.

~ ~. It ispossible to äãhieve a greater delegation of
signing authority4 with the 2-WAY MEMO because
of’its-ihformal na~tuie:.

4. Th~e~2-WAY~~ME-MO may be de~ignated for_special
handling. It may b~marked URGENT if ‘except’ion

“al speed’.is required.’~ It may. be stamped for. sp~cial
mailing services.it’ñia~be used for classified mite

if it i~ marked. ~ith the proper security ~lassifi
nation. ‘~ . .~ s... -

5. The “TO’i line and the “FROM” line are so placed
- that the 2-WAY MEMO may be sent in a window

envelope and returned in a window envelope, if
desired.

6. The 2-WAY MEMO is particularly well suited for
communication between “opposite numbers” within
one agency or in different agencies.

The above guides have been prepared by the Office of Records and Information Management, National Archives and Records Service,
General Services Administration.
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GUIDES TO SI ‘PLIFIED INFOR AL CORRESPONDENCEI ~ ‘::~cq ~ovorT’-~! cdrn’~ ~n! --~ ~‘t f . ,

(~The~cost tovcrea~te a~typieal Government letter rises every year, asrw,~1l~as’t~h’~ cost)tØ~.fi1eánd to dispose of
it. Info~m’al comm’unicatibn, rbsulting from the use of Optional Form 27, ‘2~WAY MEMO~’c~n reduce these
costs substantially. vie.~nc

o~ en brs rn”- ~ - . . . -

Experienced letterwriterslhave observed the f~llowing abbut’Govèrnment’cörrespondeñc~prac~es: ‘~
~ ~— — .- .

° ~i ~~z~~ondence is conducte~f within ‘the governmental i~athi1yL~bet~veén office~~hose

— day td~d~j~could permit simple, informal written communication

fls~~~ writtei è~’m~iiiiEátions are ~for immediate action, are routine in nature (such as requests for

- .. info~mationor services), ahd do’not require copies., for distribution.
- Man’ i~itten41çomrnunic~tions are less than a dozen lines in length.

PRACTICAL PURPOSES SERVED BY 2-WAY MEMO
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